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1.  LOGGING IN/OUT 
 
Point your browser to the ROCIS website (www.rocis.gov) to login to the system.  Read the For 
Official Use Only message and click the button to proceed. 

 

Figure 1.1:  For Official Use Only Warning Screen 

MAX.gov provides user identity authentication services to ROCIS including ID/password 
validation, 2-factor authentication and PIV/CAC card access. All ROCIS users will need a 
MAX.gov account to access ROCIS. If you do not have a MAX.gov account, please register at the 
MAX.gov website (https://portal.max.gov/portal/home). 

Click the Login button on the next screen to verify your identity with MAX.gov. 
 

http://www.rocis.gov/
https://portal.max.gov/portal/home
https://portal.max.gov/portal/home
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Figure 1.2:  Login Screen 

Logging in to MAX.gov with your PIV/CAC card satisfies the ROCIS multi-factor authentication 
requirement.  If you login to MAX.gov with your user ID and password, you will be required to 
provide a second authentication factor, either using an authenticator app or via text message 
on your mobile device. 

 
Figure 1.3:  MAX.gov Login Screen 



ROCIS HOW TO Guide for Agency Users of the (ICR) Module  
Regulatory Information Service Center (RISC) 

 5 November 16, 2020 

After successfully logging in to MAX.gov, you will be redirected to ROCIS. 

Click the arrow for the ΨPrivacyΩ module to continue.  

 

Figure 1.4:  ROCIS Landing Page 

Click the Logout link at the top, right corner of any ROCIS page to logout of ROCIS. 

 

Figure 1.5:  Logout Link 

Logging out of ROCIS does not automatically log you out of MAX.gov.  You MAX.gov session may 
still be active which means that you can log back in to ROCIS without having to re-verify your 
identify in MAX.gov.  To protect your privacy, close all browser windows when you are finished, 
especially if you are using a public computer. By taking these steps, you ensure the security and 
privacy of your agency's data in ROCIS.   
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On the next screen, click the MAX Logout button to log out of MAX.gov.  This will require you to 
log back in to MAX.gov before the next time you access ROCIS.  Click the ROCIS Login button to 
log back in to ROCIS. 

 

Figure 1.6:  Logout Screen 
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2.  YOUR USER PROFILE 

Take a moment to review your user profile.   Click the Administration tab.  Then click the User 
Profile icon in the Administration toolbar.  The User Profile page provides you a place to view 
and update your user information. 
 

 
 

Figure 2.1: User Profile Icon and User Detail Screen 
 
Please verify and make appropriate changes to any information, paying particular attention to 
your telephone number and email.   SŀǾŜ ȅƻǳǊ ƛƴŦƻǊƳŀǘƛƻƴΦ   ¢ƘŜ Ψ{ŀǾŜΩ ōǳǘǘƻƴ ƛǎ ƭƻŎŀǘŜŘ ŀǘ ǘƘŜ 
bottom of the screen. 
 
Remember to the User Profile to modify your personal information, such as your phone number 
or e-mail address, whenever changes occur. 
 
Your profile will also display the role(s) that have been assigned to your user id.  A list of the 
agency PRA roles can be found in Appendix C. 
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To leave the User Profile page, scroll to the bottom and click Save (if you changed anything) or 
Cancel.   This will take you back to the ROCIS Employee Administration screen. 
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3.  USER/CONTACT SEARCH 
 
The purpose of the Employee Administration screen is to allow ROCIS users to find other ROCIS 
users via the search capability.  For instance, if you would like to send another ROCIS user an e-
mail, you are able to search by ǘƘŜ ǳǎŜǊΩǎ ŀƎŜƴŎȅΣ ǊƻƭŜ ŀƴŘκƻǊ ƴŀƳŜ.  
 

 
 

Figure 3.1: Employee Administration Screen 
 
If you are the agencyΩǎ Clearance Officer, it is a good idea to periodically check the authorized 
users for your agency.  Simply choose the desired role (CO, CL, APC and/or PDEC) and your 
Assigned Role Agency and click the Search button.  If there are people who have left your 
agency and still have active accounts, please contact the Help Desk so that the accounts can be 
inactivated and locked. 
 
When you have satisfied your ROCIS administrative functions, click on the PRA tab to return to 
the Created Request List Inbox for Agency users. 
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4.  USER RECERTIFICATION 
 
Any user acquiring a ROCIS production account must sign a security agreement provided by 
RISC.  The ROCIS system requires that users recertify the terms of the security agreement every 
year. 
 
Two weeks before your security agreement anniversary date, ROCIS will begin to remind you 
that you will need to recertify.  The Recertification icon can be found under the Administration 
tab. 
 

 
 

Figure 4.1: Recertification Icon in Administration Toolbar 
 
The latest version of the ROCIS Security Agreement is displayed on the Recertification screen.  
After reviewing the pageΣ ŎƘŜŎƪ ǘƘŜ Ψ/ƻƴŦƛǊƳΩ ōƻȄ ŀƴŘ click the Recertify button.  After 
successfully logging in to MAX.gov, your recertification anniversary date will be updated in 
ROCIS. 
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Figure 4.2: User Recertification Screen (Bottom) 
 
If you do not recertify through the process above BEFORE your anniversary date, ROCIS will 
ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǎŜƴŘ ȅƻǳ ǘƻ ǘƘŜ Ψ¦ǎŜǊ wŜŎŜǊǘƛŦƛŎŀǘƛƻƴΩ ǎŎǊŜŜƴ ǘƘŜ ƴŜȄǘ ǘƛƳŜ ȅƻǳ ƭƻƎ ƛƴΦ  LŦ ȅƻǳ Řƻ 
not recertify, you will be logged out.  This process will be repeated until you complete the 
Recertification process. 
  
When you have satisfied your ROCIS administrative functions, click on the PRA tab to return to 
the PRA module. 
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5.  AGENCY INBOX AND THE NAVIGATION TOOLBAR 
 
At the top of the screen is a tab for each of the ROCIS modules you have access to.  Each 
module has its own set of tabs/icons that work like drop-down menus.  Wave your mouse 
cursor over a tab or icon to view menu options.  If no options appear, click the tab/icon to 
navigate to that location.  These rows of tabs/icons are referred to as the Navigation Toolbar.   
 
ROCIS provides all users with an Inbox menu for tracking the progress PRA requests.  The menu 
includes different lists, each of which is discussed below.  Wave your mouse cursor over the 
Inbox icon in the navigation toolbar to access the various sections: 
 

1. Created Request List ς Includes requests that have been created in ROCIS, but have not 
been submitted to OIRA for review.  These requests may also be deleted from ROCIS 
(not reversible, cannot be recovered). 

 
2. Submitted Request List ς Includes requests that have been submitted to OIRA for 

review.  It also includes requests that have been opened for amendment by OIRA. 
 

3. Concluded Request List ς Includes requests for which OIRA has completed their review.  
Displays last 30 days of conclusions, by default. 
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Figure 5.1:  Created Request List with Inbox Menu 
 

You can sort any list by any of the columns.  The first time a user clicks on the column heading, 
the column data is sorted.  Click it again to reverse the sort order.  
 
Each of the lists in your Inbox has a Filter List page.  Click the Filter List button on any list to 
view the fields that you can filter that list on.  For example, you can use the Concluded EO 
Package Filter page to expand the Concluded EO List and display requests concluded more than 
30 days ago. 
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Figure 5.2:  Concluded Request List with Filter List Button 
 

 
 

Figure 5.3:  Concluded Request List Filter Screen 
 
Each list is display in pages with 10 requests per page, by default.  Click the View All button on 
any list to view all of the requests in that list on one page. 
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Figure 5.4:  Concluded Request List with View All Button 
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6.  CREATING AN ICR PACKAGE 
 
There are three ways to create an ICR Packageτ 
1.  By using the Request drop down box to select the type of request you desire; 
2.  By finding an action in the Concluded Request List to view and from which to view and begin 
a new ICR, or 
3.  By searching for an OMB Control Number or ICR Reference Number of an existing ICR to 
view and from which to begin a new ICR.  
 

Create an ICR from the Request Menu 

 
 

Figure 6.1: Agency Created Request Inbox with Drop Down to Create a new ICR 
 
Select and click on Information Collection Request (ICR). 
 
The screen below will appear. 
 






































































































































































































































